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CARLETON COLLEGE
SPORT CLUBS PROGRAM
STAFF & IMPORTANT PERSONNEL

Aaron Chaput ASSISTANT RECREATIMNRECTOR X4483
SPORT CLUBS DIRECTOR achaput @carleton.edu

MIKKI SHOWERS RECREATION DIRECTOR X4481
INTRAUMURAL DIRECTOR mshowers@carleton.edu

LEON LUNDER ATHLETIC DIRECTOR X4056

lunder@carelton.edu

EMERGENCY CONTACTS

If one of the following should occur, Death of au&nt, Serious Accidents or Injuries involving Sints, or
Assault of a Student, please call the personnelpeh the order listed, until one person is reach€all at
anytime. If during 8.00am-5.00pm, call the offiuember.

Carleton College Security 646-4444

Aaron Chaput 763-218-5087 cell 507-222-4483 WK
Mikki Showers 507-330-0572 cell 507-222-4481 WK
Leon Lunder 507-645-7155 HM 507-222-4056 WK

OTHER IMPORTANT NUMBERS

DEAN OF STUDENTS OFFICE 646-4075
CAMPUS ACTIVITY 646-4462
FACILITIES 646-4133
GROUNDS 646-4137
WELLNESS CENTER 646-4080

SPORT AND REC. FACILITY NUMBERS

RECREATION CENTER 646-4487
COWLING 646-4431
WEST GYM 646-4159

STADIUM 646-4050



IMPORTANT SPORT CLUBS DATES

September
First Club Captain/Treasurer Meeting: Monday Septenber 21, 7-9pm (Leighton 304)

Sport Clubs Injury Clinic/Alcohol Awareness TBD

Fall Facility/Field Practice requests Due: Septenilge

Team Roster Due: Friday, September 25

Participation Waivers/Insurance Acknowledgement Bu®RIOR TO PARTICIPATING

October

Fall Competition Schedule Due: October 3
Budget Outline Due October 10

President Agreement Due October 10

November
Winter Facility Practice Requests: November 14
PE Roster return to Aaron Chaput, November 14

January 2010

Winter Sport Clubs Captains Meeting: Tuesday, Jan13, 7-9pm (Leighton 304)
Sport Clubs Injury Clinic/Alcohol Awareness TBD

Winter Team Roster Due: Friday, January 16

Winter Competition Schedule Due: Friday January 16

March
Spring Facility/Field Practice Request Due: March 6
PE Roster return to Aaron Chaput, March 6

April

Budget Training: April 2 a Time and Location TBD
Sport Clubs Council-Budget Requests: April 10
Spring Team Roster Due: April 7

Requests for Active Club Status from new clubs:ilA30

May/June
Submission of registered active Sport Club: May 29

Final Year-End & Inventory Report: May 29
PE Roster return to Aaron Chaput, May 29
Election of new Club Officers due: June 5



SPORT CLUBS PHILOSOPHY:

The philosophy of the Sport Clubs program is tonpote health, physical well being and the acquisitbphysi-
cal skill development.

The Sport Clubs program is part of the Physicaldation, Athletics and Recreation Department (P.E)A.Sport
Clubs are designed to serve individual interestiiffierent competitive sports and recreationahaitis. These
interests can be competitive, recreational or iiesional in nature. Clubs may represent the celiagcompetition
and/or may conduct intraclub activities such agfire, instruction, social and tournament play.

SPORT CLUBS OBJECTIVES:

To make available to students opportunities foritiséruction and participation in a wide range efreational
and competitive programs which can develop sourtbhg leisure values and skills. Staff, faculbdaalumni
may attend practices and instructional classesdiparticipate in organized competition.

To provide an avenue for camaraderie in the coltagemunity through common interests; to developedirig
of belonging among individuals in the shared purstileisure interests.

To develop leadership by providing opportunitiesstudents to organize, administrate and probldeedor
individual clubs and to become officers thereof.

DEFINITION OF A SPORT CLUB:

A Sport Club is a group of students organized liergurpose of furthering their common interestariractivity
through participation and competition. A Sport i€haust have aninimum number of active participants(10)

to be eligible to be recognized as an active Sphuth. (A club becomes ineligible for active staifuhey are un-
able to fill the required club officer positionsfigld enough players to compete in a regionaltatescompetition).

Sport Clubs are meant to be a learning experiesrcéhé members through their involvement in funsireg, pub-
lic relations, organization, administration, budggt and scheduling, as well as, through the deretmt of skills
in their particular sport. Involvement in a groapd team situation helps enhance the student’athestucation
while living in the college setting.

ORGANIZATION:

Sport Clubs are ranked on a 2-tier system.

This system is necessary in part due to the largease in demand of groups wanting to develop $govt
Clubs. The 2-tier system gives clubs that qualifder the guidelines presented-iorming a new Sport Club a
chance to demonstrate that there is support fdr auddub amongst the community. Further, thisqyodillows for
a grace period in order that the Sport Clubs Pragran better prepare to allocate its limited resesuwThe Sport
Clubs Program recommends a maximum of 27 club@ependent on CSA funding and approval) per year
based on space availability.



RELATIONSHIP OF THE SPORT CLUBS TO THE COLLEGE:

Tier System:
(1) Conditional: Receive no representation 8port Clubs Council.
All new clubs, regardless of Sport Clubs Classification

(2) Active Club: Allowed one representative per team to vote on the SgobisCouncil. To be eligible to vote
the representative must be present at the courgting.

Team Sport Clubs:
1) Indoor/Outdoor (Rugby, Ice Hockey, Rugby, Lasm<stc.)

Individual Activity Sport Clubs:
Martial Arts (Aikido, Karate, Tae Kwon Do, etc.)
Indoor (Fencing, Table Tennis, etc.)
Outdoor (Equestrian)

Active clubs are classified byeam Sport Clubs or Individual Activity Sport Clubs (as above).This will allow
clubs with similar facility and administrationalets to be represented on the Sport Clubs Coundilrepresenta-
tive(s) elected from within the club executivesath particular group. (i.e., who is the best peisdhat group to
represent the group)?

Conditional Status:

All new clubs are assigndcbnditional Status for the first year of operation.

Each club has one year to demonstrate viabilitgims of club administration, student interest, and

support in terms of club members.

Conditional clubs have lowest priority for faciéii bookings and reservations.

Financial assistance ot available forConditional clubs. A club assigne@onditional status must be a
completely self-supporting organization.

Upon successful completion @onditional status, a club will be automatically elevatedReturning
status and as such be eligible for such support as desnitable (at the discretion of the Sport Clubs
Director as recommended by the Sport Clubs Exee@ouncil, subject to available funding).

Conditional clubs are not eligible to serve on the Sport Cldbancil.

Returning Status:

Returning statusis the normal operating mode for a previously redized club.

Be primarily instructional, competitive or recreatal with limited travel to competitions.

Each club will be allocated the financial, promatad administrative and resource support deemed

appropriate for each clubs needs. CSA allocatedifig is reserved for administration costs, fagilit

rentals, equipment costs, travel expenses and fees

Returning clubs have normal priority for facilities bookingareservations (facilities booking and

reservations shall be at the discretion of the Sptubs Director and the council). Sport Clubs may

have facility bookings and reservations supersdgedhysical Education classes, Varsity Teams,

Recreational Instructional Programs or IntramuralgPams if and only if no other facilities exist, o

no other arrangements can be made, and that suataangement be deemed to be in the best interests

of the college and PEAR.

Returning clubs that have been found, through a disciplimaegting of the Sport Clubs Council, to be in
violation of the rules and regulations may, atdieeretion of the Sport Clubs Director, be reduted
Conditional clubs status at any given time.

Eligible to serve on the Sport Clubs Executive Gulun
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SPORT CLUBS COUNCIL:

Definition:

The Sport Clubs Council aids and advises the @pbasentatives in administering the Sport Clubgfam. It
exists to promote participation in the Sport Cl&#lsegram and has as its primary objective to prosideedium
for the exchange of information regarding the S@ubs guidelines and procedures.

Eachindividual SPORT CLUB shall elect an officer to attend periodic Sporti3liCouncil meetings and report
back to the club. Others may attend as guestsHalit not have voting rights.

Sport Clubs Executive Council Structure:

(1) Name:

(2) Charge:

Sport Clubs Executive Council

(a)to recommend and monitor the CSA Recreational aflon of funds and resources for the
maintenance of the Sport Clubs, including a nooealled emergency fund based on 10% of the
total Sport Clubs budget.

(b) To review applications for clubs desiring Sport lidiBtatus and to determine appropriate
status for each club completing the applicatiorcpss.

(c) To serve as an appeal board and rule on club appegdrding decisions made by the Sport
Clubs Executives and the Sport Clubs Director.

(d) To review each club’s adjusted budget requesttamadake recommendations for allocation
amounts.

(e) To formulate and enforce procedures which facditéie development of the Sport Clubs
Program.

() To make recommendations, offer advice, and assistel decision-making process in other
matters when requested to do so by the Sport @irdestor.

(3) Membership:
Council Executives:

Chair Safety Coordinator
Co-Chair Marketing/Publications Officer
Secretary

The Sport Clubs Executives will also assist therB@tubs Directoiin the following ways:

Administrative assistance and guidance.

Budget preparation assistance.

Assistance and supervision with finances.

Field and facility reservations assistance.

Equipment storage, checkout, and purchase.
Assistance with transportation arrangements —didniiasis.
Consultation on publicity and promotion.

Administrative record keeping.



Council Representatives from each club

The Sport Clubs Executives and club representatiitserve on the council.

Executive Council will serve as Co-Chairs for &jular meetings.

The Secretary will serve as recorder for all megsin

Any Carleton club officer who is an active membga®&eturning Sport Clubs may apply for
a position on the Sport Clubs Executive Council.

Only one member per club may serve on the SpotigOiouncil.

(4) Quorum: A quorum is set at 8 members.

(5) Meetings:  The Sport Clubs Council shall meet as necessapygout the course of the academic school
year. Any Sport Club can petition the Sport Clasgcutives to convene a meeting of the Sport Cldnsncil.

Executive Council Responsibilities

Chair/Co Chair: responsible for conducting coungéletings, reviewing budget requests for additional
funding, responsible for sanctions against clube atmmit minor and major infractions affecting the
organization of Sport Clubs.

Secretary: record the minutes of each meeting astithese on the Sport Clubs web site. Responsible
for informing the council of previous business aettisions made concerning the management of clubs.
Help the Sport Clubs Director to review policieséd on decisions ratified by the Sport Clubs cdunci

Safety Coordinator: responsible for the issuing araintenance of first aid kits to all competitimnhigh
risk clubs. Has to organize the safety trainingesiule for the club safety officers (includes Aroan
Red Cross certification and the sports injury cliniCreate a safety check list for traveling teafasure
that teams who compete at home and away are afvire Emergency Action Plan (EAP).

Marketing/Publications Officer: responsible folleoting schedules and results from competing teams
and ensuring that the Carletonian has this infalongbr publication. Responsible for updating widi
ual club web sites to stay current with seasonduies and results.
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RIGHTS AND EXPECTATIONS:

As a member of the PEAR Department at Carletor) &ort Club is obligated to obtain the approvahef Sport
Clubs Executive Council prior to acting on itengsues or ideas that are not covered in this hasidbtf a Sport

Club chooses to act independently, that club wgK tosing its Sport Clubs status, and all the tsggmd privileges
associated with that status.

STANDARDS OF CONDUCT:

The basic concept underlying the college’s starglafdonduct is that students, by enrolling in¢b#ege, as-
sume an obligation to conduct themselves and drganizations in a manner compatible with the ¢mle func-
tion as an educational institutiotndividuals must always act in a manner that dagtsdetract from the reputation
of the college. This includes behavior in gameatibns. When involved in off-campus events or mvtraveling,
be aware that you still represent the college, ¢liengh you are not on campus for the event.

DRUG AND ALCOHOL POLICY:

As per Carleton College policy, illegal drugs atmbhol are not allowed in or on any Carleton atble¢creation
facility. Furthermore, illegal drugs and alcohod @rohibited at club sponsored activities, onfocampus. Itis
the responsibility of the club to see that visittegms and its own members adhere to this policy.

*ALCOHOLIC BEVERAGES ARE NOT PERMITTED ON ANY RECR EATIONAL SPORT OR ATH-
LETIC FIELDS BY PARTICIPANTS OR SPECTATORS.

**THERE WILL BE NO CONSUMPTION OF ALCOHOLIC BEVERAG ES WHILE TRAVELING TO

AND/OR FROM COLLEGE SPONSORED EVENTS. ANY DEVIATION FROM THIS POLICY WILL
RESULT IN IMMEDIATE DISMISSAL FROM THE SPORT CLUBS PROGRAM.

INSURANCE: MAJOR CHANGE—READ!!

NEW this year, Carleton College will assume NO oesibility for the payment of medical expenses itesy
from injuries that occur while participating in Sp€lubs. Individuals are responsible for reviegvtheir current
health insurance policy to see if you are covelfegbu require additional coverage you may purchag@ough
the College by completing the form at: http://wwinstudenthealth.com/carleton. The basic Carletadestt
health insurance policy cost $637 and only coveeditst $500 of a Sport Club injury. Carleton @gk students
who are not varsity athletes but participate inrB@dubs may purchase additional coverage for pertSClubs
premiums as follows: $399.00— Aikido, Alpine Skigjiestrian, Field Hockey, Ice Hockey, Rugby, NoiSlic,
Karate, and Tae Kwon Do and $199.00— all other tavgk clubs.



RETURNING SPORT CLUBS:

Recognition as a Sport Club is granted for one gaér (September until June). It is necessaryefrh club to register (at the end of the
spring term) their intent to return as a Sport Ghubfollowing year. This is done by submittinfpam to the Sport Clubs Director in May.

Registration procedures for returning clubs are agollows:

Register with the Sport Clubs Director (done in Méyrevious year).

Turn in an updated listing of officers to the SpBltibs Director.

Submit Participation Waivers and Insurance Awknalglement forms prior to individual participation.

Unless a club has completed the above proceduces aacognized by the PEAR Department, it willimeligible to receive any assistance

or use of facilities from the department. In ortieretain its “active” status, any Sport Clubs traentinue to meet the criteria outlined in
this Handbook.

FORMING A NEW SPORT CLUB:
(1) Registration:

The following steps must be taken to become a tergid Sport Club:

1)Opererate for 1 yr as a registered group within@SA

2)Consult with the Sport Clubs Director concernians for the establishment of a club.

2)Become familiar with this Handbook.

3)Write a Club Constitution, which must be filedthvand ratified by the CSA and Sport Clubs Exea®ouncil
before conditional club status can be granted.

A)Fill out completely the request to become a nparSClub, including a statement of purpose.

5)Be eligible to register for regional or nationaimembership status in your specific sports organizan.

After completing the preceding steps, the newlysteged Sport Club may request facilities bookifigen the PEAR Depart-
ment. However, prior to official registration, fities may be made available to prospective cligorganizational pur-
poses (i.e. classroom meetings).

All clubs are responsible for renewing their regisbn each year.

Only those clubs registered with PEAR are eligibleeceive support or assistance from CSA and PEAR.

(2) Membership:

Membership in a Sport Club shall be the same asegigtered student organization that includeslesbyuenrolled students.
Alumni, faculty, staff and their spouses may taket jn practices but are not eligible to competarny club competitions.
These individuals are not able to vote on the cibndold office at the individual club level.

(3) Membership Roster:

A complete membership roster must be kept for &pairt Club and be filed with the Sport Clubs Dicediy the second
week of the active season. This roster is to luatgn each term.

(4) Eligibility:
Participation in a Sport Clubs program is limited to valid students.

It is recognized that Sport Clubs may enter indigid or teams in competitions both on and off casnpliereby specific
eligibility rules be met. It is the club’s respdribty to be aware of and abide by such regulagion
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CONDUCT:

Clubs are expected to function in a mature andoresiple manner both on and off campus in all ckibted ac-
tivity and in accordance with this Handbook.

Sport Clubs and/or the individual members of S@bubs may face disciplinary action for inappropgian-
campus or off-campus actions while participatinguiy club related activity.

Disciplinary action may result in the revocationG@tib support from the Sport Clubs Executive Cdluaned the
PEAR Department as well as with Carleton College.

THE DISCIPLINARY PROCESS:

Violation of, or non-compliance with college poéisi campus regulations, Sport Clubs procedurepant €lubs
standard of conduct, may result in loss of Spoub€lstatus or other disciplinary action to the $@dubs in-
volved. The corrective discipline process has limreloped to assist club leaders in correctingritstakes that
have caused problems for the club and the college.
Minor infractions:
Examples of minor infractions include but are riotited to the following situations:

»  Failure to submit required forms and documentation.

* Non-use of block booked facilities.

If the violation is the club’s first during the eant academic year and the club is not under piab&iom
violations committed the preceding year, the follogvsteps are taken:

e The club is placed on probation for a designatetdef time or until the club corrects the problem
e The Sport Clubs Executives will notify the club regentatives in letter form stating:

The reason for the probation.

The length of the probation period.

The possible consequences the club will faegldfitional infractions occur.
The clubs right to appeal.

PN PRE

» If additional infractions occur:

1. The club’s funds are frozen and a part ofcthb’s allocation may be forfeited.

2. The Sport Clubs Council may take any actioentked appropriate, including determining the
amount of allocation forfeited by the club.

3. The club is notified in writing of the acti@)(aken.

4. The club is reminded of their right to appeal

Major Infractions:
Examples of major infractions include but are mwited to the following situations:
» Displaying conduct that is incompatible with thdlege’s function as an educational institution &mel

purpose of the Sport Clubs program. (i.e. unispaanlike conduct toward officials or opponents or
disruptive behavior on trips)
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» Misusing club resources.
» Allowing ineligible individuals to participate irlub activities.
For all major infractions:
* A meeting with the club representatives and thertSplmubs Council is scheduled.
» Input from appropriate administrators and club merslare solicited when deemed appropriate.

e The Sport Clubs Executives, after consultation whith Sport Clubs Council, determines the disciplina
action(s) to be taken.

e The club is natified in writing of the decision aisdreminded of their right to appeal the decision.
Disciplinary Actions:
» Possible disciplinary actions that may be takefuihe, but are not limited to:
* Probation.
* Funds are frozen.
» Loss of facility reservations.
* Loss of funding.
» Loss of Sport Clubs status and sponsorship of BE¥eRPDepartment.

» Notification of disciplinary action is sent to thkib’s President or Captain, Dean of Students amair®f
PEAR department.

Appeal Process:

The appeal process exists to ensure that all diisaiy actions taken against Sport Clubs are fait equitable.
The person/council to whom a disciplinary decisoappealed will review the previous decision amd on the
appropriateness given the infraction(s) committ8gort Clubs who initiate an appeal are advised thathe per-
son/council, who hears the appeal, may at their disetion, levy a stiffer penalty than the disciplinay deci-
sion that is being appealed.The appeal process consists of two separate forums:

Minor Infractions:

Appeals of disciplinary decisions involving minafriactions will be heard by the Sport Clubs Coungtio will
forward a recommendation on the appropriatenetiseodriginal disciplinary decision, along with reesmenda-
tions of subsequent disciplinary action to be takerthe Sport Clubs Executives. The Sport Clukechtives will
rule on the appeal, and may uphold, reject or nyatié recommendations of the Sport Clubs Council.

Major Infractions/Decisions of the Sport Clubs Progammers:
Appeals of disciplinary decisions involving majafractions or decisions of the Sport Clubs Exeasiwill be

forwarded to the Sport Clubs Directwho will rule on the appeal after investigating Hitation. Clubs are again
reminded that the Director may uphold, reject odifyothe decision of the Sport Clubs Executives.
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Filing an Appeal:
All requests for appeals must follow the followipgpcedures:

Written notification from the Sport Clubs repressive to the Sport Clubs Executive indicating théts reasons
for the appeal and any circumstances related teithation that caused the infraction must be sttbohi
within three working days.

The three working day period begins when the Sphrbs Executive notification of disciplinary actitmmailed
and a copy placed in the captain’s mailbox.

The appeal will be forwarded to the appropriatespefcouncil and the club’s officers will be notdien writing as
to when and where they may present evidence supgaheir appeal.

When a decision has been reached, the club’s oéfiwél be notified in writing of the decision amdcopy placed
in the captain’s mailbox.

RECOGNITION AS A COLLEGE SPORT CLUB :

Clubs are permitted to use the name, “Carletone@ell in describing their clubs only at such timeteesy qualify
as a registered Sport Club. In using the collegaa) Sport Clubs must make it clear that they spabkfor their
own members and do not represent the college stutent body as a whole.
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The participants conduct each Sport Club, so tlyedés success lies in the degree of studenilestip and par-
ticipation. Students within each club are respaladior the internal administration of their clubibclude deci-
sion making in such areas as equipment, facilifieances, game schedules, membership, practicesadety.

An understanding of the basic principles of orgation management and the ability to delegate respiities to
other club members will ensure the club’s smoothrapon and stability over time.

SPORT CLUBS PROCEDURES:

Purchasing Procedures:
The Sport Clubs Director must approve all purchasésg CSA fundén advance.

ALL PURCHASES INVOLVING SELF-GENERATED CLUB FUNDS M UST HAVE PRIOR APPROVAL
OF THE SPORT CLUBS DIRECTOR IF THE CLUB SEEKS REIMBURSEMENT.

Purchase requests must reflect the best interatsalub members.

Purchases and requests should be submitting watliance of when they are needed if possible. Ploet £lub
Director has a Purchasing Credit Card to use fav purchases that is debited from club accounemadel set up a
time to meet with the Sport Club Director to makguachase.

Purchasing SPORT CLUBS Uniforms: (Tee-shirts, topsjackets, pants etc)

Sport Clubs who purchase uniforms using CSA clutdéumust consider these as club equipment andhaqger-
sonal property of the club member. Any club memdssking to purchase the shirt or any other equiprfnem
the club must pay the club the full purchase price.

Equipment Use:

All equipment, which is purchased for club use mapproved budgetary item, is and remains the prppéthe
college. This equipment must be stored at the college at alimes. No equipment will be stored in private
residences at any time.

Equipment purchased for a specified club may only & used by members of that particular club unless sp
cial permission is granted by the club president/qatain.

Facility Use:

Facility space is limited (when space use is at agmium) to a maximum of THREE times per week for a
total of SIX hours, for each team Sport Club or indvidual activity Sport Club, provided the space isavail-
able.

Sport Clubs must submit requests through the Splakis Directorfor facility use to support the following club
related activities:

Recreation

Practice

Competition (visiting teams, tournaments, etc.)

Instruction

Transacting club business

Display of promotional materials

Meetings and social get-togethers
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Spectators are welcome at club related activitigsib not have facility use privileges. Spectatresrestricted to
the area to which competition takes place.

Sport Clubs participants are required to followrales and regulations regarding facility use.
Accessing Facilities:

In order to access any of the college facilitiesrubooked club timesll club members must show a current
student one-card.

Accidents:

All accidents must be reported to the Sport Clubsed@or within 24 hours. The accident report form is available
on the Carleton Sport Club web page.

Trip Preparation:

A Pre-Trip Form (online) must be completed and turned into Sport Clubs Birest leasONE WEEK in
advance of the pending trip. Tentative accommodadind travel arrangements are made at this time.
Groups must travel together. No person can gdoeean return at a different time without specialmis-
sion from the Sport Clubs Director.

Reimbursement for Travel. Club members are requested to turn in their méganapquest) and check re-
guest form to their treasurer. This officer sigims request and forwards it to the Sport Clubs ddine

Vehicle request form must be submitted to the Campus Services offi@man as possible to ensure avail-
ability.

0] Vehicles are to be driven by licensed drivers wiea leasiL8 years of age.

(i)  These vehicles are to be used only for transportdti and from the destination.

(iii) If the use of private vehicles has been sanctionetieb§port Clubs DirectoEACH VEHICLE
OWNER MUST CARRY A MINIMUM OF $1,000,000 LIABILITY INSURANCE. Receipts
must be submitted for reimbursement of any miledgiened. GAS PURCHASES CANNOT BE
CLAIMED FOR PRIVATE VEHICLES

Three working daysprior to leaving on the trip, the trip leader makeck with the Sport Clubs Director for

confirmation of hotel and travel arrangements anchbtification of any unanticipated changes, which
may have occurred.

Post Trip Procedure:

The trip leader must complete tRest Trip Form (online) within two days of returning from the trip and com
plete a check request with all relevant receiptstae balance of moneys.
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Reports:

Annual Reports:

During the budget process, each Sport Club is requb answer questions about their club and suthian-
swers at the time they submit their budget regioeghe next school year. These questions inciudariety of
information detailing your club activity and suffi@as the yearly annual club report.

Equipment Inventory Lists:

Each Sport Clubs is responsible for the care amehitory of their club equipment. A list of whaethlub has in-

ventoried and its current storage locatinast be submitted at the end of May, as requested/tihe Sport
Clubs Director.

Mandatory Club Meetings: Each Sport Clubs must send an officer to attencsfiat Club Meetings dur-
ing the year. (See Important Club Dates, pg3).

PLEASE NOTE THAT FAILURE TO SUBMIT THE ABOVE PAPER WORK MAY
JEPARDIZE A CLUB FROM CONTINUING ON AS A “RETURNING STATUS”
CLUB THE FOLLOWING YEAR.
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In order to be successful, any organization muet lsaset of operational guidelines or rules by Whie members
govern themselves. Each Sport Clubs should deelamstitution suited to the practical operatibthat par-
ticular club. General provisions (club name, psmalues, meetings, officer elections and dutieslifging regu-
lations) should provide for the internal need @& thub. Specific provisions (membership, eligthiliand qualifi-
cations, officer qualifications, voting quorum, aamahendments) should insure fulfillment to the CSABS Char-
ter guidelines.

* The constitution must be easily interpreted, sott club can operate consistently from year trye
» All constitutions must contain statements regardiregfollowing:

--The purpose, to include the general goals, objex; direction of the group.

--A definition of membership requirements.

--A listing of officer titles, duties and requiremts.

--Quorum requirements for conducting official mess.

--The process for accessing dues and fees.

e The Sport Clubs Executive Council must approve@rmanges to the constitution.

A SAMPLE CONSTITUTION GUIDE CAN BE FOUND ON THE SPO RT CLUBS WEB PAGE
FOR REFERENCE.
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SPORT CLUBS RESPONSIBILTIES:

The key to successful Sport Clubs lies in the degfestudent leadership and participation. Stugleiithin each Sport Club are
responsible for the internal administration of theib to include decision making in such areafir@ces, competition, sched-
ules, equipment, facilities, membership, practiees| safety. The ability of a Sport Club to comiate with its members and
to delegate and follow through with responsibistigill ensure the Sport Clubs smooth operationstability over time.

The Carleton College Clubs and their individual rbens are fully responsible for abiding by localyincial, and
federal laws, as well as college regulations iraefivities.

Each Sport Club must annually resubmit for reneafalffiliation with the Sport Clubs Executive Cauiln
Each Sport Club must have a completed Membership kt on file in the Recreation Center. The Fall Memér-
ship List must be submitted by September 25 or befe the first scheduled competition date, whichevecomes

first. The membership lists must be updated as melpers are added or deleted.

ALL CLUB MEMBERS ARE REQUIRED TO HAVE A PARTICIPATI ON WAIVER AND INSURANCE
AWKNOWLEGEMENT FORM SUBMITTED PRIOR TO PARTICIPATIO N — NO EXCEPTIONS

Each Sport Club is responsible for completing anwhstting:

Membership Roster and Elected officers (Septembers}

President’s/Captain Agreement (October 10)

Budget Outline (October 10)

Each club is responsible for assuring that they haone (1) representative at the Sport Clubs Coundilleetings.

(Club will be in jeopardy of receiving no club fundng and/or being fined $25.0Gor each Sport Clubs Meeting
missed).

CLUB STATUS:

First Year Conditinal Status:
New Sport Clubs must spend one year on probaticiemeonstrate stability in terms of attracting casypide participation on
an annual basis. Sport Clubs in their first yedirbe self-supporting.

Returning Clubs:
Each Sport Club must annually submit for renewahwhe SPORT CLUBS Executive Council. This inédadgubmission of
the List of Current Club Officershe current Membership Lists and the current Cajstaigreement.

Probation:

Sport Clubs that have failed to regularly attendrBglubs Council Meetings will be placed on probator the current term as
well as for the following term/year. Sport Clubs grobation may not utilize college allocated furgdduring this period. This
probation could also affect requests for the follwears funding. Also facility requests may laeaelled during this period
of time. All privileges may be restored at themaration of the probation.

Termination:

If any Sport Clubs begins to show steady decreapariicipation, student leadership, and genetatést, the Sport Clubs Ex-
ecutives will investigate the decline to ascerthmpossible causes and whether the problem mpatery condition. If it is
determined that a Sport Club is no longer meetiegieeds for acceptance, as a Sport Club, termimatithe current status
may be appropriate. Once terminated a Sport Clugt ne-enter the program by following the proceddoz forming a new
club.
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SPORT CLUBS OFFICERS RESPONSIBLITIES:

Responsibilities of the Captain/President:

e Serving as a liaison between the club and the PBARartment, with the contact being the Sport
Clubs Executives.

» Informing club officers and club members and cormgywith the content of the Sport Clubs Handbook.

* The captain will sign a form stating that he/she fead the Handbook and will comply with all théesu
and regulations stated within.

» Holding regular elections of officers as stipulabedhe club constitution.
» Informing the next club captain of the routine galides for club operation prior to the next preside
assuming office. This would include transferrthig Handbook to the new captain and arranging a

meeting between the new president and the Spobs@irector.

e Submitting reports at the end of the term/year sanmimg club activities. Bport forms are available
on-line

» Meeting financial obligations incurred as a club.

e Completing theAccident/Incident Report form for any accidents/incidents requiring somerfof medi-
cal attention that occurs during on-campus or affipus practice, competition, informal recreation or
instruction. These reports should be submitteti¢oSport Clubs Director via the walithin 24hrs of the
occurrence.

* Reporting the results of all club associated coitipes to the Sport Clubs Director.

» Appoint a qualified individual to be in charge d¢fecking on the equipment for safety and inventanmy p
poses. (Inventory Reports must be submitted t&thaat Clubs Director on an annual basis).

*NOTE: The Sport Clubs Captain may appoint a liaisomeggntative, but for successful communicatiors it i
advisable to have the president as the link betwleeglub and the PEAR Department.

Responsibilities of the Vice-Captain:
» Presiding over meetings and business in the Capt@isence.
e Assisting the Captain with his/her duties.
Responsibilities of the Secretary:
* Recording and circulating minutes of all meetings.
e Maintaining updated membership lists.
e Submitting to the Sport Clubs Director an updatedimership list

Developing and circulating publicity regarding club activities as approved by the Sport Clubs Directar
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Responsibilities of the Treasurer:

Preparing with the club captain the annual budggtiest.
Maintaining all appropriate records of your finaal@ctivity.
Aiding in fund raising activities.

Submit all requests for individual reimbursementghie Sport Clubs Director

Responsibilities of the Equipment Manager:

Submitting arequipment inventory annually (May 29) to the Sport Clubs Director.
Obtaining club equipment for club functions through PEAR Department.

Ensuring that all club equipment is stored appadply at the Rec. Center, West Gym, Stadium and
Cowling.

Responsibility of the Safety Officer (Teams who travel/compete in sport club eventsfhes)

Maintain a first aid kit, stocked sufficiently widupplies and this kit will be on hand at everybclu
practice and competition.

Restock first aid supplies as they are depleted.

Certified in Standard First Aid and CPR for adultdl] be at every club practice and competition.

SPORT CLUBS MEETING REPRESENTATIVES:

Each Sport Club shall designate one (1) officaattend the Sport Clubs Meetings (minimum of onetpan).
This representative will report meeting informatimack to the club officers. Others may attenduwsests, but
shall not have voting rights. A Sport Club will fieed $25.00 for each meeting missed without greyed ex-
cuse. (Request for approval of absence must hmitted to the Sport Clubs Executives prior to theeting).
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CLUB INSTRUCTORS AND COACHES RESPONSIBILITIES:

Wherever possible, Sport Club instructors and cesisiould be Carleton students, staff, or faculty.

Any Sport Club wishing to use an instructor or doaot affiliated with Carleton must submit a writteequest to
the Sport Clubs Director. The request must inchi@eprospective instructors’ qualifications, expece, and
certifications. Sport Club instructors/coachesrarpiired to fill out a yearly INSTRUCTOR/COACH agment
form that can be found online at: http://

Instructors and coaches (outside Carleton) aregly@ncouraged to have their own personal lighitisurance as
the college only covers claims for those who ajeréd on the job who are currently employed bydbkege.

The selection of instructors and/or coaches isg¢bponsibility of the club, but is subject to thgeoval of the
Sport Clubs Director.

The instructor and/or coach must restrict theiolagment with club to teaching and coaching in icacand may
not participate in any area of competition as pathe club. Instructors and Coaches may not belwed in club
administrative or decision making related businélse student representative will act as the liaisetween the
club and the PEAR Department. Questions as tedhehes or instructors involvement in the Sporb€lu
business should be presented to the Sport ClubsuExes.

The Carleton College coaches or instructors aitg fasponsible for abiding by the local, state fedkral laws as
well as the college regulations in all Sport Claltvities.

PE CREDIT:

The following SPORT CLUB members are eligible toaiwe FOUR PE credits over the four years of college by
participating in a Sport Club beginning in the 2€8L.0 academic school year:

Alpine Ski, Crew, CUT, Cycling, Eclipse, GOP, Icetkey(Men's and Women'’s), Lacrosse(Men’s and
Women'’s), Nordic Ski, Rugby(Men’s and Women'’s),|Bgj, Syzygy, Tennis, Men’s Volleyball, Water polo

The following clubs ar&OT eligible for PE CREDIT:
Equestrian, Table Tennis, Field Hockey, Badminton

The following clubs work in conjunction with thefiliited PE class and can serveMA&KE-UP_classes if so cho-
sen by the PE Instructor:
Aikido, Karate, Tae Kwon Do, Fencing

Only one credit may be earned each academic yi#s. means an individual cannot claim a Fall andrigp
season sport as two credits within the same year.

Team members may not claim a sport PE credit irséimee term if they are enrolled in a PE class.

Team members are responsible for informing capthiaisthey are eligible for PE credit.
Individual club members are responsible for registefor their club at the same time as they regifdr the term
classes. Drop/Add cards can be used at the begimfithe term to register for a club.

**Captains will receive a class roster list that mst record all practices attended (minimum of 1§
to earn the PE credit. The roster must be signedytthe captain at the end of the term and indicate
which students meet the minimum requirements of aéindance. The roster should be sent to the
Sport Clubs Director at the Recreation Center.
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BUGETARY REQUESTS:

Budgetary requests must be submitted by April Bdthach year for the next year’s activities. Treass will
receive an excel budget document to fill in andnreto the Sport Clubs Director via e-mail attachin@reasurers
will also be required to attendVdANDATORY budget training session prior to the April 10th dlewe.

BUDGETARY TIME FRAME:

The Carleton College Sport Clubs budgets operatemine-month term. This term commences on Sepeb
and terminates on June 1Therefore, all budgetary transactions must be comgted by the last day of June.
NO PURCHASES, REQUESTS, OR TRANSACTIONS WILL BE COMPLETED AFTER THIS DATE.
THERE WILL BE NO EXCEPTIONS.

GUIDELINES FOR USE OF COLLEGE FUNDS:

The following information outlines what Sport Clubspenses may be absorbed by the CSA Sport Cldlus’ A
cated Funds:

Travel:
Allowable Expensesnclude the daily rental fee, vehicle insurance anig@age charges.
Non Allowable Expensesnclude vehicle fuel.
Although it is possible, Sport Clubs aret encouraged to pool their members’ vehicles talweit travel costs.
Speakers/Instructors/Coaches:
Honoraria:
The purpose of an honorarium is to cover the exgeireurred by a speaker, coach or guest instrumbon-
ing to address the club’s membership. In additiois,to provide a small token of appreciation floe per-
son’s donation of time and energy to a Sport Clilis not a wage for the speaker or coach.
If a club wishes to give more to a speaker, coadhstructor, it must use its own self-generatettif
Where a club wishes to bring in a major speakehdtuld approach the Sport Clubs Council for addil
support.

Maximum Honoraria:

(i) Speakers: ($100.00/year)
(i) Instructors/Coaches: ($300.00/year)

Hosting Expenses:

Hosting expenses are expenses incurred in thedingvof some food and beverages (normally cofféedjand
bagels/muffins) during the presentation by a gpessenter.Hosting expenses are not to be used for alcoholic
beverages or any club social functioffself-generated funds must be used). In additlia,money cannot be
used for accommodation or travel expenses inclyea guest presenter.
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Equipment:

Audio-visual Rentals: The category covers both the rentals of equipmemial as films, records, and tapes
to be played on them. Whenever possible, a Sdakt §hould obtain audio-visual equipment from media
services.

Equipment Repairs: If it is apparent that equipment was misused tibdrately broken, no money will be
made available to repair the equipment. The clillboe responsible for the cost of repairs. Thisnay
will come out of the clubs self-generated fund$ie Bngoing maintenance of equipment is the responsi
bility of the club.

Equipment Purchases:This category covers the purchase of all new gie¢equipment. Of course, given
the nature of the Sport Clubs, requirements fofggent purchases will vary. This factor will deténe
the level of funding each club receives. A dethtbeeakdown of the exact cost and purpose of thgeq
ment purchases will be required in the budget form.

ALL EQUIPMENT PURCHASED FOR SPORT CLUBS USE, AS AN APPROVED BUDGETARY

ITEM REMAINS THE PROPERTY OF CARLETON COLLEGE. STO RAGE OF THIS EQUIP-

MENT MUST BE AT THE COLLEGE AT ALL TIMES.

Publicity:

Clubs will be expected to make use of the PubbicetiOffice as their first choice for producing gaity. Exam-
ples of publicity expenditures are the advertisifigvents and the production of information sheets.

Office and Stationary Expenditures:

Stationary expenditures shall be such items asbindeceipt books, paper clips, etc. Office exjtenes may
also include postage, long distance phone cats, et

Rental of Facilities:

Most Sport Clubs will be able to find space forgtiges and activities on-campus, but some willdredd to seek
facilities off-campus due to the nature of theirlit activities. For these clubs, a rationale ningsgiven in the
budget request as to why any particular set ofifigsi have been chosen and justify their costs.

Clubs may book collegelassroomsfor meetings, etc. This is done through Campusviies.

Tournament and League Entry Fees:

Tournament entry fees should be covered by theithatl club fund.

Membership, Affiliation and Officiating Fees:

Membership, Affiliation and Officiating Fees shoudd covered by the individual club budget.
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OTHER IMPORTANT FINANCIAL CONCERNS:

The Treasure/Captain can request a detailed stateshewing all transactions involving their funadsaunt at
any time from the Director of Sport Clubs. Stataemsean be sent out bi-monthly upon requé&sich Sport Club
is responsible for verifying the accuracy of theiistatement. All requests for expenditures involving self-
generated funds will be checked against the clabsunt balance to ensure adequate funds have lepesited.
ANY REQUEST FOR EXPENDITURES WHERE ADEQUATE FUNDS HAVE NOT BEEN DEPOSITED
WILL BE DENIED.

Club Deposits:

All money collected by each Sport Claiust be depositednto the club accountThis is done through the
Sport Clubs Director in the Rec Center 105. Deposfbrms are required to be filled out and turned inwith
funds. Funds will then be brought to the businessffice and deposited into the appropriate club accont.

Accessing Club Funds:

Accessing Sport Clubs money (CSA allocated) mustdres through the Sport Clubs Director. This pssdakes
up to two weeks to complete. Therefaeguests must be made at least two weeks in advance

Club Deficits:

Any club that incurs a deficit from the previousyavill need to clear that deficit before it careogite as a club in
the following year. There will be no exceptionghds rule. The club will not be eligible to access any of the
Sport Clubs privileges until the deficit is cleared

Carry Overs:

Self-generated funds left over at the end of ordgbtyear may be carried over to the next budgat if¢he club
outlines how the money will be spent. If a reasdmavritten outline of expendituresnst provided by the club
then the funds will be carried over to the Gen@labs accountNo college allocated funds will be carried over.

Donations:

In order for a club to accept donations, clubs nmsire that they receive gifts according to theaits specifica-
tion. In order for the donor to receive a tax iptahe club must have the donor's name, addnedsadoat the
donation is specifically for. In addition, the @dion must be a minimum of $25.00. Questions adonations
should be directed to the Sport Clubs Director.

PROCEDURE FOR REQUESTING ADDITIONAL FUNDS

If your club is in need of additional funding tolppsupport your endeavors you may submit a recfoestddi-
tional funding found online at:

» ltincludes a section for explanation of your resfuas well as an itemized list of expenses.

» The executive council officers will meet bi-weeklyring Thursday's common time to go over any reigues
received.

» If an executive officer is a member of a club resjurg funds, he or she will not vote on funding tleait club.
Instead, another council member will be askedke tas/her place in the vote

* No more than $1000 will be awarded to any clubrip given school year.

* The executive committee will award funds only ugomnanimous decision.



24

PURPOSE:

It is the purpose of the PEAR Department to noy afler a program of activity but also to endeatmsafeguard
and protect all students, faculty and staff whdipiate in Sport Clubs.

HEALTH AND SAFETY:

Sport Clubs require individual and careful attemticdA high-risk sport is “any activity in which theis a danger-
ous factor which could possibly lead to injury os$ of life.” While not all Sport Clubs would bkassified as
“high risk”, each club will be responsible for enisig that the following procedures are followed.

» Each club member must sigtiability waiver stating their awareness of the risk and inherant d
gers of the activity, which could lead to possibi@ry of loss of life.

» Each club leader must meet with the Sport Clubsdr to set up written guidelines and procedures
to ensure the safety of all club participanthis will include emergency procedures and imeat
weather policies.

» Each club must assign a qualified individual toathequipment for safety and to keep an ongoing
equipment inventory check lists which will bh@nded in to the Sport Clubs Director at the eind o
each academic year (May 31).

e Each club must have at least one safety officdifiegt in both First Aid and CPR. Two safety offi-
cers if the club has more than 15 competition membEach safety officer is required to attend a
Sports Injury Clinic in the Fall or Wintetepending on when the club is active.

»  First aid kits will be issued to all traveling clum the Fall. The safety officer is responsilae f
maintaining medical supplies and returnimg kit at the end of the year. Clubs will be firgxtb for
failing to return their first aid kit.

» Accident/Incident Forms will be handed in to the Sport Clubs Director afiay incident (see the
next section re: Health and SafeB) WAYS SUBMIT THIS FORM WITHIN 24HRS OF THE
ACCIDENT/INCIDENT.

» Captains are to ensure that club members are afaedety and liability in high risk activities and
to ensure that the college rules and regulatare being followed.

e Clubs using the pool facilities at Cowling or Wesist have a current qualified Carleton life-
guard on deck at all timesWhenever possible, a copy otarrent/valid instructor/coach certifi-
cation will be filed with the Sport Clubs Director.

ATHLETIC TRAINING SERVICES

An athletic trainer is available for consultatidrttze recreation center for 4 hours a week. Holuls athletes may
stop by the training room are Monday and Thursdiaym Noon—2pm. If your schedule does not work wiftbse
times you may contact the trainers to see if youss up a time to meet with them.

Recreation Center Training Room (main office): x¥37
Sport Clubs captains are required to subminhaident/accident report for injuries which occur to club members

during on-campus or off-campus, practice, commetjtinformal recreation or instruction with# hoursof the
accident, to the Sport Clubs Director.
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SPORT CLUB INJURIES

Sport Club athletes with injuries may chose to seBr. Koehler at the Allina Medical Clinic by setting up an appointment
for Thursdays from 3-5pm. Please call to make theppointment and let them know you are a Sport Clutathlete.

Allina Medical Clinic —> 507-663-9000
Dr. Scott M. Koehler, MD

Sports Medicine Specialist

* Specializing in acute sports injury managementrinjehab, recovery and return to play
* Sports performance and exercise physiology
* Spine and concussion management

First year of practice: 1999

Medical School: University of Minnesota

Internship and Residency: Oregon Health Sciencégesity

Fellowship: University of Utah hospital

Fourth year at Carleton, practicing through AlliMadical Clinic (1400 Jefferson Rd, Northfield, M@ 7, 507-663-9000

Associations/Memberships: American College of Spbtedicine; American Academy of Family Physiciafmerican Medical
Society for Sports Medicine.

Professional Activities: Team Physician, Carletod &t. Olaf Colleges; Medical Director, Center &ports Medicine and Reha-
bilitation (CSMR); Physician Pool, U.S. Ski and S8Mwarding teams; Medical Staff, 2002 Winter Olym@iames and 2005
Snowboarding World Championships; Advanced Injecliechniques and Spine Procedures, Northfield Haispi

RISK MANAGEMENT GUIDELINES FOR SPORT CLUBS:

- A safety officer is required to be present at hibqractices and competitions involving contacirtpand
other activities where such a service israrsed.

e Allclubs are responsible for having a safetyafi

* The safety officer is required to have a minimum agification of Red Cross First Aid, CPR, attend the
Sports Injury Clinic and Blood Borne Pathoge Clinic.

e Sport Clubs are expected to abide by all statd@sal health and safety regulations.

« In case of emergency while at one of the PEARifas] basic first aid is available at the equiptraask of
the Recreation Center, Cowling or West Gym.

e Cancel practices or move indoors if there are damgeweather conditions, including but not limited
lightening, hail, flooding, snow, tornadoasd ice.

e Make sure all club participants use appropriatéguteon gear during contact practice and competitio

e Have a first aid kit onsite during practice and peitition.

« Make pre-game/practice field and facility checkstazards, debris, and any unsafe conditions

« Team leaders and coaches are ultimately resporfsibllesuring that games, practices, competitior alub
activities are safe. Club members mustraatsafe and responsible manner.
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DRUG AND ALCOHOL POLICY:

As per Carleton College policy, illegal drugs atebhol are not allowed in any Carleton athletic/eation facility. Further-
more, illegal drugs and alcohol are prohibitedlalb sponsored activities, on or off campus. this responsibility of the club to
see that visiting teams and its own members adbetgs policy.

*ALCOHOLIC BEVERAGES ARE NOT PERMITTED ON ANY RECR EATIONAL SPORT OR ATHLETIC FIELDS
BY PARTICIPANTS OR SPECTATORS.

*THERE WILL BE NO CONSUMPTION OF ALCOHOLIC BEVERAG ES WHILE TRAVELING TO AND/OR

FROM COLLEGE SPONSORED EVENTS. ANY DEVIATION FROM T HIS POLICY WILL RESULT IN IMMEDI-
ATE DISMISSAL FROM THE SPORT CLUBS PROGRAM.

INSURANCE: MAJOR CHANGE—READ!!!

NEW this year, Carleton College will assume NO oasibility for the payment of medical expenses ltesy from injuries that
occur while participating in Sport Clubs. Indivals are responsible for reviewing their currentiheiasurance policy to see if
you are covered. If you require additional covergge may purchase it through the College by commdahe form at: http://
www.cirstudenthealth.com/carleton. The basic Carlettudent health insurance policy cost $637 ahgamvers the first $500
of a Sport Club injury. Carleton College student®vare not varsity athletes but participate in $@tubs may purchase addi-
tional coverage for per Sport Clubs premiums devid: $399.00— Aikido, Alpine Ski, Equestrian, Fldlockey, Ice Hockey,
Rugby, Nordic Ski, Karate, and Tae Kwon Do and $099- all other lower risk clubs.
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Clubs seeking competitive opportunities outsid®lofthfield must adhere to the following guidelirtesnsure a
safe trip and reimbursement for travel expenses.

Drivers of personal vehicles must fill in tREGISTRATION OF PERSONAL VEHICLE form and have
the form on file in the Sport Clubs Director office

Clubs must fill in avan usage registration form and obtain the Sport Clubs Director signatur@teCam-
pus Services will authorize the reservation of kege vehicle.

Submit pre-trip and post trip forms to the Spomil§d Director via the Sport Clubs web site. Pre-fiorms
must be submitted least 5 days prior to travelt-ps forms must be sent in within two businesgsiafter
returning.

To obtain travel reimbursement the treasurer mutstngt receipts reimbursement (check request) farthé
Sport Clubs Director. If possible, use the SpouthQurchasing cardfor purchases prior to departure. Set up
a time to meet with the Sport Clubs Director fogistsnce.

For trips that involve traveling further than 10@ew one-way, or involve duration of more than &itsp
travel rosters with passenger names and emergemtstat phone contact and trip itineraries mustled f
with the Sport Clubs Director.

Cell phones are required equipment for all grougeeiling out of town.The driver must not operate a cell
phone while the vehicle is in motionClubs may use a personal phone, obtain one diwbeavailable from
the recreation center, or rent one from Telecompatitins on campus (x5422).

Contact Carleton Security for a travel advisoryor¢pefore departing; x4443 or x4444.

Contact the Sport Clubs Director if you are hauwiiffjculty deciding if inclement weather should ciuge
your travel plans. The Director will take respdnilitly for canceling a trip based on unsafe traz@hditions.
If the club suffers financial penalties for noteatling the competition the PEAR department wilisishe
club financially.

Sport Clubs are encouraged to use Carleton Collelgieles whenever possible. If private vehiclesased
the club may reimburse the driver 14¢ a mile fdnivie expenses.

Students driving college vehicles must obtain Casripervices certification first. College vehicles a
charged to the individual club account for mileagheck with Campus Services on the mileage ratthéo
vehicle you are driving. Record miles on the vishiog andnform the Sport Clubs Director.

Campus Services, is located in the basement o&S&iill, and keeps a list of approved drivers anith@rizes
college car use. Contact x4443

Travel Guidelines for Long Distance Trips

» Drivers should be well rested before embarking tong distance trip.

A maximum of1l6 hours or 800 miles of continuous travelfollowed by a layover of 8 hours is required.

« All night driving should be avoided whenever poksib

e Limit driving shifts to four hours per driver with 10-15 minute break between each two-hour block.

e Each four-hour driving shift must be followed byeorest period of a least one hour.

« During all driving shifts, a passenger must be aaikd seated in the passenger seat next to ther tiv
insure the driver remains alert.
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Funding of club activities has become primarily thsponsibility of Sport Club members. For a diollevelop
and thrive, the members must be active and wilingyork. Clubs are encouraged to take advantageerfy
available option and avenue to assistance.

Some suggested methods of generating funds ineluckons, bake sales, car washes, candy salegsiditims,
garage sales, selling T-shirts, spaghetti dinngscake breakfasts, rent-a-student services, ¢xnibj tourna-
ments, game programs, (walk-a-thons, swim-a-thoA#)of these require some degree of planning eoatdina-
tion to ensure positive results.

It must be noted that any on campus alcohol related functions can not be used as a fund-
raiser.

GUIDELINES:

»  Center the fundraising activity on some specifierg\vor goal.

* Choose a fund drive chair from the club, to diead coordinate the effort.
e Assign specific tasks to committees.

« Allow enough time for planning and advertisement.

» Avoid scheduling conflicts with other major campurscommunity events.
» Ensure that the event is well publicized.

* Reserve necessary facilities well in advance.

» Inform appropriate authorities. Get approval wheoessary.

» Keep accurate records of all moneys received aedtsp

REGISTRATION:
All fundraisers must be registered with the Spdub& Executive Council and/or Sport Clubs Director.

DONATIONS:

In order for a club to accept donations, clubs nmsire that they receive gifts according to theaits specifica-
tion. In order for the donor to receive a tax iptehe club must have the donor's name, addnedsadoat the
donation is specifically for. In addition, the ddion must be a minimum of $25.00. Questions adooations
should be directed to the Sport Clubs Director.

SPONSORSHIPS:

INFO COMING-ADMINISTRATION HAVING DISCUSSIONS AT TH E TIME THE
MANUAL WAS PRINTED. SEE AARON FOR DETAILS AND QUEST IONS.




